
Changes in Case Services Policy, Practices and Procedures Guide, 
And Operations Manual 

 
Key Updates for 2003 

 
 
CAMIS & Case Documentation: Operations Manual, section 13100 (C.1m.i.) has modified the 
timeline for documentation to make it consistent between the Case Services Manual, 
Operations Manual sections 13100, 15225 (CAMIS Policy #25), and RCW 26.44.035(4).  It 
makes all of the documentation timeline “within 15 days of the interview”.  This change has been 
reviewed and approved by Union Management. 
 
Teen Parents and Child: Practices and Procedures section 45302, and Operations Manual 
section 11250 and 152022 have been changed to clarify the status of a teen and their 
nondependent child and the status if both are under separate dependencies.  The specific 
sections clarify the procedure for working with teen parents and the child as it relates to 
eligibility when in foster care, Federal Funding processes, and documentation in CAMIS. 
 
Missing Children: Practices and Procedures Guide sections 2580, 3643, and 4550 provides 
guidelines and information for reporting a missing child for whom the department is providing 
services.  The sections define the requirements for CA to report missing children to WSP 
Missing Children Clearinghouse on children who are receiving services from the department.  
DCFS regions shall maintain protocols for reporting runaways to local law enforcement that 
generally includes an issuance for a pick-up.  These sections support RCW 13.60.0301 that 
documents the authority to report missing children. 
 
Relative Caretakers and Non-Custodial Parents: New sections have been added to the 
Practices and Procedures Guide sections 5200-5210 and the Case Service Manual, section 
5740 to comply with the federal request to use Federal Parent Locator Services to search for 
absent parents to facilitate a permanency plan.  The sections clarify the current expectation that 
a search for parents continues ant that the Federal Parent Locator Services will be used when 
feasible.  The search continues until the child is legally free or the permanent plan for the child 
has been completed.  If CA is unable to locate the parent(s) and/or legal guardian(s) the social 
workers will document other reasonable efforts to locate custodial, non-custodial, absent 
parents and/or legal guardian(s) and other relative.  The search for relatives will continue as 
long as it is in the best interest of the child.  
 
Active/Inactive Changes and Closure: New sections were added to clarify and improve 
criteria for case closure and inactive cases.  The sections add required JLARC criteria 
for case closure and inactive cases.  It clarifies the procedure for closing a case when 
paperwork and documentation is pending and gives a timeline for completing forms and 
narrative recordings. 
 
It is recognized there is a significant backlog of Inactive Cases requiring closure and 
completion of forms and narrative recordings.  Regions must develop a plan to close 
their backlog of existing cases that will not cause a high increase in staff workload.  
Regions must comply with the 90 day timeline for current cases. 
 


